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Oﬁ'ice 677207’4724%7% « UNITED STATES GOVERNMENT
G

25X1A% 10 | :Mr-_, Chief, Servioce

) , DO Tﬁ‘wﬁ*ﬂﬂﬂﬂ—‘—
pRagRo=t Y - £§9 June lQﬂﬁ
FROM : Chief, Property Control Division

SAKOD in Cx»aﬁ*

SUBJECT: Report of Operations Ending the Fisoé& Yeaqjgf duno ¥

putn: Dbl G-
Date: __—lﬂEB;EEQ'BY.

1. Status of Personnel; _ 25X9A2

8. Persons 8UthoriZed..eceseeecscsscsetcasseosnrsasansssnes
be Persons on dutyeeccccsecesssrvessesvercesstscsscccocessnes
Cs Porsons on 8lck loAVeececacoceorvesossscrncesossvacsnnne
d. Personnsl actions awaiting security clearanc@.ceessseses

2. Major Accomplishments:

&. During the past month, several procedures pertaining to
various phases of property accountability were established by this
Division, i.@es

(1) 1Issuance of Receipts to Responsible Officers: Foremen of
.moving orews were instructed, upon effecting transfers of property
to stoock, to stemp the notation, "RECEIVED SUBJECT TO FINAL
INSPECTION," and sign the suspense copy of Form No. 36-24, Property
Turn-In or Transfer Slip, retained by Responsible Officers. This
procedure will enable Responsible Officers to render more adequate
control over property under their jurisdiotion.

(2) Receipts For Small Portable Items: Inclusive of maintaining
informal records of property, Responsible Officsars were instructed
to obtain signed hand receipts for small portable items such as,
ceses, brief; pens, fountain, single and double (Schaffer or Parker);
and Typewriters, portable from using individusls within their property
Jurisdiction. The above procedurs will enable Responsible Officers
to determine responsibility for such property which may becoms lost,
destroyed, damaged, or stolen.

(3) Inventory of Non-Expendable Property Before and After
Spacs Movements; GSeveral Survey Reports, Form No. 36-18, received
by the CIA Prcperty Survey Board have indicated that property on survey

. was missing as & result of moves conducted by PBA moving crews. In
order to determinse responsibility for property missing as a result
of suoch moves, Responsible Officers were instructed to conduct
complete physieal inventories prior to and after space movements
have been effsoted. Disorepancies revealed by the inventories or
damages resulting from such moves will be immediately reported to .
the Services Bransh, ATTN: Property Control Division, for necsssary
investigative action.

Sanitized - Approved.h%ﬁb%mm 77A000100110036-2




 Sanitized - Approved EsSiBBRETETA RDP54.00177A000100110036-2

25X1A9a
25X1A9a

25X1A7b

25X1A%9a
25X1A%9a
25X1A9%9a

25X1A6a

(4) Submission of Work Orders to Property Control Division
for Vehicles and Typewriters: GSeparate procedures, conocurred in
by Mr.#, Chief, Transportation Division and Mr. E. A.
B :cting Chief, Supply Division, relative to the s ubmission
of work orders to the Property Control Division, covering maintenance
and repeirs to Agency vehicles and typewriters have been established.
Such work orders will indicate whether damage to vehiocles or
typewriters wore rendered as such through fair wear and tear, or
fault and neglect. Investigative action will be conducted by the

Property Control Division on all reports covering damages to property
through causes other than fair wear and tear.

(5) Discontinuation of Consolidated Property Report, Form
No. 36-22; DPast experience disclosed the use of Form No. 36-22,
Consolidated Property Report, has proven insdequate as & means
for reporting monthly increases and descreases of property at

Installations. Therefore, in lieu of Form No. 36-22, Property
Officers at Indspendent Installations will report changss in
property accountability by submitting copies of each credit or
debit wvoucher effecting the Stock Record Account to the Chief,
Services Branch, ATTN: Property Control Divisioh. All documents
forwarded to Washington will bear voucher numbers and bs meintained
in numerical sequense by the Property Control Division.

(8) Acoounting For Expendable Supplies Transferred to Stock:
A3 8 result of a recent imventory of Expendable Supply Account No. 2,
it was disclosed that large quantities of expendable supplies had
been transferred to stock by using individuals, without initiation
of approprieate transfer doouments. Therefore the newly appointed
Supply Officer was instructed to inventory esch item received and
to i{nitiate,semi-monthly, Form No. 36«18, Report of Inventory
Adjustment, indicating the nomenolature and quantities thereof.
The above procedure will ourrently reflect total accountability of
each item in stock and will lessen the necessity for procuring
expendable supplies.

(7) 1ssuance of Prgpgrty;l’“lﬂarehouse Area; A 25X1A6a
procedure concurred in by Capt. s Communications
Supply Officer, Supply Acocount No. 1; Mr.sienwsmGiseeber:, Acting Chief,
Supply Division; and Mr. NN, Chief, Physical Security
Division, relative to the issuance of FWA Property Passes to drivers
of all wvehicles and individuals hfind oarrying packeges, departing
from the I Warehouse area has been established. This procedure
will provide adequate control of property movements from the warshouse
area and will insure further protection to Supply Officers for property
under their supply jurisdiotionm.

»
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be The final draft of the Property Acoounting Regulations

pertaining to the accountability and responsibility of Agenecy property,
and the monetary value thereof has been concurred in by Mr. E. A.

25X1A% M, \cting Chief, Supply Division and Mr. I, 25X1A%a
Assistant Gensral Counsel. These regulations will be evailable for
submission to your office, upon concurrence of Mr. Eidward R. Saunders,
Chief, Budget and Finmnce Branch and Mr._ Cheirman, GIA 925X 1AQg
Property Survey Board.

ce The following details are presently in progress:
(1) cCatalog of Operational Supplies and Equipment: It is

. contemplated the final draft of the Operational Sypplies and
- Equipment Catalog will be completed on or about September 15,1948.

(2) Flow Charts: All doocuments effecting the Stock Reoord
Acoount of Acoountable Officers will be illustrated on flow charts.
These illustrations will be available within a period of two
months and will assist Accountable and Responsible Officers in the
preparation of receiving, issue and adjustment wvouchers.

(3) Loan Propsrty File: Due to the large turnover of loan
and rented property received from other Govermment agencies and
commercial firms this off'ice will establish property reocord cards
for each item received. Previously this offioce maintained files
on such property, however the establishment of property record
cards will readily determine quantities of each item on hand
within using activities, CIA.

(4) 0ffice Opsrating Procedural Manuals The. operating procedural
manmual for the Property Control Division has been prepared and will
be reviewed by all personnel within the Property Control Division
during the ensuing month. It is contemplated the final draft will
be available for your approvel on or about 15 August 1948.

(6) Cargo Register: The Property Comtrol Division is nearing
the completion of a Cargo Register which will establish & numerical
list of all ocargo numbers issued since 20 Ooctober 1946. This list
will be orossreferenced with corresponding Delivery Ticket "AG"
numbers end the consignee receiving the shipment.

d. During the past month the Property Control Division established
& Property Utilization Schedule relative to surveying all Agency acoounts
to determine quantities of items which are excess to their needs. 4s of
this date this office has surveyed all Agency Property Accounts with the
exception of seven (7) which will be completed as of 2 July 1548. The
total monetary value of all property transferred to stock as a rssult of
said survey is §$16,939.81.
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e. PFurther sccomplishments are indicated on the attached report
25X1A9a  which wes submitted to Mr. N, Acting Chief, Supply Division.

3. Future Plans:

25X1A7D a. A procedure has been drafted relative to the establishment
of & Fuels and Lubricents Account at [l Acocount No. 600, I, 25X1A63a
25X1A6a This procedure in effect will provide & control of receipts

and issues of gasoline at said acoount. It is ocontemplated the above
procedure will be established on or about 15 August 1948.

be During the month of July 1948, this office will coordinate

25X1A9a with Mr. , Acting Chief, Supply Division relative to

establishing & Furniture and Equipment Repeirs Account within the
Warehouse. The Chief, Repair Unit, Storage and Issue Section
will be required to submit, in numerical sequence, copies of work orders,
oross-referenced with corresponding Delivery Ticket mumbers and indicate
the resson for repair, i.e., fair wear or tear or fault or neglect.
Work orders will be reviewed by the Property Control Division end in
the event of any questionable repair jobs, rendered as suoch through
causes other than fair wear and tear, an investigation will be conducted
by this Division and the responsible individual will be instructed to
submit & Survey Report, Form No. 36-18.

.
25X1A6a

25X1A9a ¢. In coordinstion with Mr.| . Chief, Reporduction
25X1A%a Division,this office will establish, ymder the jurisdiction of Mr.
Property Officer, Acoount No. 210, stock record cards for expendable
supplies utilized for reproduction purposes. The monetary value of
reproduction supplies which are physically on hend will be incorporated
in the Monetary Value Report submitted monthly to your office,

»

ds A procedure relative to the initiation of vouchers by Responsible
Officers stationed at field offices, under the jurisdiction of Contacts
Branch, Account No. 10, and SO Security, Account No. 140, for supplies
and equipment procured locally will be established during the ensuing
month. At the present time, the Property Officers of the above mentioned
accounts have not obtained any documentary evidence relative to such
purchases, therefore, it is believed the above procedure will restify
this situation. This office will also coordinate with the Property
Officers relative to channelling designated Responsible Officers through
the Property Control Diwision for instructions relative to property
accountability and responsibility.

4. During the month of June 1948, the following work load was performed
by the various sections of the Property Control Divisiong

Be Control Section:

(1) Vouchers posted-..n.-......-...........--...... 622
(2) Delivery Receipts Processed (Expendeble).seseeese 280
Reports of Inventory 4djustment Processed..eceses 16
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be Audit and Inspection Section;

Property'Accounts Ludited-..:..-.--......-.........
Supply‘ACOOunts Audited..o-........................
AOOident Investig&tionscoco.............o..-.......
D&maged Property Investigations............--......
hcoounts Surveyed - Property Utilizationesseeeces..
Total Monetary Value - - §16,939.81

O Clearance and Survey Seotion:

(1)
(2)
(3)
(4)

(5)
(6)

Survey Rﬂports Received......-..........-.......-..

Survey Reports Being Investigated eeseeseveesnnnean,

Survey Reports pending Board ActioDececcesscecesss,

Survey Reports Processed to the Boardeseesesessosas
Rel18ved cieevvnviceeen. 6
Liable-.........-.....-. 1

Property Clearance Issued...............-..........

Property Passes Issued.............................

O W N -

1

25X1A%9a
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